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1. PREAMBLE 

Should circumstances require an employee to work more than normal hours 
of duty or to work on days of rest, the employer may provide compensation 
through time off or additional pay. 

In this regard, attention is drawn to Section 10 of Basic Conditions of 
Employment Act 75/1997, a written policy must be established for the 
Organisation, before compensation for overtime can be authorised by the 
Executing Authority or his delegate. 

2. PURPOSE 

The purpose of this document is to provide policy regarding overtime and the 
compensation for overtime worked. 

3. OBJECTIVES 

The objectives of this policy document are to indicate: 

a) The conditions under which the Department shall provide compensation 
for overtime 

b) The kind of compensation the Department shall provide, 

c) The categories of employees to whom the Department shall not provide 
compensation for overtime. 

4 APPLICABILITY 

4.1. The provisions of this policy shall apply to all employees of the 
Department, except: 

a) Employees who belong to Senior Management (Executive 
Directors and higher). 

b) Categories of employees that due to the nature of their work and 
responsibilities may not receive overtime. 

4.2 Failure to comply with the provisions of this policy may result in unfair 
labour practice. 

5. DEFINITIONS AND TERMS 

Any word or expression, to which a meaning has been assigned in this 
document, shall have the following meaning: 


Overtime: Work in excess of the hours of work per week or month, 

that an employee has been contracted to perform. 

Compensation: Additional pay or time off, for overtime performed. 

6 AUTHORITY 

6.1. An employer may not require or permit an employee: 

a) To work overtime except in accordance with a written agreement. 

b) Without the terms of the written agreement stipulating the following. 

i) The purpose of overtime 

ii) Type of compensation 

iii) Period of overtime 

iv) Amount and times of rest period, in accordance with section 15 
of the Basic Conditions of Employment Act. 

c) To work more than three hours' overtime a day or ten hours' a 
week; and 

6.2. Compensated over-time must not be approved if an official performs 
overtime during a period of leave. If an employee has been recalled 
from leave, such leave must be cancelled. 

6.3 If the employer authorises over-time, she/he shall ensure: 

a) Fair and acceptable limits on the extent of overtime, and 

b) Periods for rest and meals, in accordance with Section 14 and 15 
of the Basic Conditions of Employment Act. 

6.4 Overtime shall generally include periods 

a) Provided for rest and meals, in accordance with Section 14 of the 
Basic Conditions of Employment Act, and 

b) When an employee must stay at her/his place of work but cannot 
actually work due to circumstances beyond her/his control. 

6.5 In order to perform authorised overtime, an employee may travel from 
home to her/his normal place of work or from the normal workplace to 
home at a time when she /he usually would not travel. 
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In this case, 


a) If the employee was not on authorised standby duty: 

i) The journey counts as an official journey, but 

ii) The time spent on the journey does not count as overtime 
work; and 

b) If the employee was on authorised standby duty, the time spent 
on the journey counts as overtime work. 

6.6 If, in order to perform authorised overtime, an employee must travel to 
a place other than her/his normal place of work, the time spent on the 
journey shall count as overtime work. 

6.7 Shift workers will qualify for overtime if the hours worked are over and 
above their normal shift. 

7. POLICY PROVISIONS 

7.1. ROLES AND RESPONSIBILITIES 

7.1.1. HEAD OF DEPARTMENT 

The authority to approve overtime and standby compensation 
rests with the Executive Director of each Section, compliance 
monitoring must be done by the Executive Director of the 
Section or his/her delegate. The following factors should be 
taken into consideration when obtaining written authority: 

a) Determining the number of hours overtime to be performed 
and setting production targets and aims as criteria. 

b) The circumstances which necessitate the performance of 
overtime. 

c) The steps which were taken to prevent overtime, for 
example, redistribution of duties among available staff, 
reallocation of staff, temporary utilisation of staff in other 
divisions, etc. 

d) The numbers and ranks of the officers and employees who 
will be required to perform overtime 

e) How much overtime an employee may work in a given 
period and the estimated duration of the overtime. 

f) The estimated expenditure or time off on the planned 
overtime. 




g) When the performance of overtime is aimed at the 
completion of work that has fallen in arrears, the 
circumstances should be investigated. 

7.1.2 SECTIONAL MANAGERS 

a) The Manager has the responsibility to ensure that this policy 
is complied with 

b) Have the responsibility to compile items for the approval of 
the Executive Director. 

c) The Manager has the responsibility of filing all items related 
to the request for overtime and to check compliance. 

d) The Manager has the responsibility to record and keep 
updated reports on monthly, quarterly and annual overtime 
hours worked 

7.1.3 FINANCE EXPENDITURE SECTION 

a) Finance: Expenditure has the responsibility to also validate 
compliance before payment is made. 

b) Finance: Expenditure has the responsibility to pay all 
compliant and approved overtime requests. 

c) Finance: Expenditure has the responsibility to forward all 
documentation for payment to Human Capital after payment 
has been processed to Human Capital 

COMPENSATION GUIDED BY BCEA 

7.2.1 Overtime is only paid to employees who are below the 
threshold, as per the determination in the Basic Conditions of 
Employment. 

7.2.2 Employees who earn over the threshold will be remunerated at 
the threshold amount, as per the determination in the Basic 
Conditions of Employment. 

7.2.3 All overtime allowances should be approved by the departments 
Executive Director prior to it being worked. 

7.2.4 No ex-post facto payment will be allowed and paid except in an 
emergency which has to be supported by the Executive Director 
of the Specific Section 


7.3. SUNDAY AND PUBLIC HOLIDAY WORK 


7.3.1. An employer must provide compensation for Sunday work when 
the Executive Director/ Manager requires an employee in 
writing, to work: 

a) An employee who occasionally works on a Sunday must 
receive double pay 

b) An employee who ordinarily works on Sunday must be paid 
at 1.5 times the normal wage. 

c) Paid time-off in return for working on a Sunday may be 
agreed upon. 

7.4. NORMAL OVERTIME 

7.4.1 The employer must provide compensation for normal overtime 
when the Executive Director/ Manager: 

a) Has required an employees, in writing, to perform official 
duties for more hours than the employee’s normal working 
hours during the week, but 

b) Has not required Sunday work as defined in 7.3.1 

7.4.2 The employer must compensate authorised normal overtime by: 

a) Paying the employee concerned one and one half times 
her/his normal hourly remuneration, or 

b) Pay an employee not less than an employees' ordinary wage 
for overtime worked and grant the employee at least 30 
minutes time off on full pay for every five (5) hours of 
overtime worked; or 

7.4.3 The employer must grant paid time off within one month of the 
employee becoming entitled to it. 


7.5. OVERTIME ALLOWANCE 

7.5.1. The employer can pay a security employee a fixed monthly 
overtime allowance to compensate for overtime if: 

a) The employee performs reasonably similar amounts of 
authorised overtime 

b) The employee work on Sundays or night overtime from 
month to month; and 


c) The employee agrees in writing. 

7.5.2 The allowance must equal the average monthly compensation 
the employee received for overtime in the six months preceding 
the establishment of the allowance. 

7.5.3. A fixed overtime allowance referred to herein may not exceed 
30% of the employees monthly salary. 

CONTROL MEASURES 

8.1. It is the responsibility of the Executive Director/ Manager to see to it 
that there is adequate supervision and control measures at all times 
during the performance of overtime including: 

a) Overtime is efficient and cost effective 

b) Quality and quantity of the work performed during overtime must be 
monitored 

c) Record (attendance register) of all overtime must be kept and must 
be signed by the official concerned and authorised by the 
supervisor. These records must be available for scrutiny at any 
time, by the relevant authority 

d) The person who certifies the overtime must be the one who is 
designated to control the overtime 

e) The terms of the written agreement(s) must be adhered to 

8.2. If applicable, record of the "TIME OFF" taken by official(s) in respect of 
overtime compensation must be kept by the supervisor. A copy of this 
record must also be kept on the Personal file of the official(s) in 
question: 

a) An overtime audit must be done against all the relevant 
documentation on a regular basis; 

b) An overtime report must be submitted to the Executive Director or 
his delegate, once the overtime exercise is complete. 

MONITORING EVALUATION 

9.1 Monitoring and evaluation are crucial elements of this policy document 
and shall be reviewed on a six monthly basis. 


10. REVIEW 


The policy will be reviewed after three years or if the need arise, whichever 
comes first. 

11. NON-COMPLIANCE 

In the event of non compliance with any provisions of this policy corrective 
measures shall be taken against responsible officials. 
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